
Equal Pay for Equal Work Self-Assessment Tool Instructions 

1. Open the excel spreadsheet, “Equal Pay for Equal Work Self-Assessment Tool.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The first tab, “Calculations for Submission,” is read only and will auto-fill based 

on the information you provide in tab two, “Self-Assessment Tool.” 
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The second tab, “Self-Assessment Tool,” is where you will fill in all of your 

company’s information. This detailed information is not submitted to the City. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The third tab, “Job Titles,” will provide a sampling of the job titles that fall under 

the EEO-1 Job Category Numbers. 

 

 

 

 

 

 

 



2. Enter your company information into the second tab, “Self-Assessment Tool”: 

 

 

 

 

 

 

 

 

 

 

 

Everything you fill in will auto populate the first tab, “Calculations for Submission.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. Next enter your employee information: 

 

 

 

 

 

 

 

 

 

 
 
 
 
 

 Employee ID can be any identifier that your company chooses to use.  

 Please enter the Job Category Number for each employee. Reference the Job 
Titles tab if unsure or utilize the drop down feature on the above Job Category 
Numbers list. 

 Please fill out this section completely with the individual’s information.  

Again, all of the information you enter will auto populate the first tab, 
“Calculations for Submission.” 

 

 

 

 

 

 

 

 

 

 

 

This information will automatically calculate based on the data you have entered.  

Any value in red indicates a gender pay gap more than 8.00%. 



4. Information that will be submitted. 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


